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Help without Advice
Tax Reference Services



Fear not

• Professional ethics, guidelines, and best practices 
dictate that librarians not provide legal advice, but…

• …the chances of being sued for this are vanishingly 
small.  

• So, focus on the user.  

• http://www.aallnet.org/mm/Publications/llj/LLJ-Archives/Vol-
94/pub_llj_v94n01/2002-08.pdf

http://www.aallnet.org/mm/Publications/llj/LLJ-Archives/Vol-94/pub_llj_v94n01/2002-08.pdf


RUSA Guidelines for Business Information Responses

• Share appropriate resources for forms and guidance

• Show how to use resources

• ACCEPTABLE ADVICE TO USER: 
• Strengths and weaknesses of sources, and comparisons with other sources

• Which sources are the most complete, or best fit the time frame of the user

• How to find additional assistance

http://www.ala.org/rusa/resources/guidelines/business

http://www.ala.org/rusa/resources/guidelines/business


RUSA: Financial Literacy: Education in Libraries: 
Guidelines and Best Practices for Service

• Guidelines:
• Earning Guideline

• Borrowing and Credit Guideline

• Saving and Investing Guideline

• Spending Guideline

• Protecting Against Risk Guideline

• Best practices:
• Use unbiased and authoritative sources. Guarantee 

anonymity. Prevent solicitation. Maintain boundaries.  

See link for more.

http://www.ala.org/rusa/sites/ala.org.rusa/files/content/FLEGuidelines_Final_September_2014.pdf

http://www.ala.org/rusa/sites/ala.org.rusa/files/content/FLEGuidelines_Final_September_2014.pdf


lib2gov.org: Legal Issues Resource

• Guidelines:
• Provide information, but don’t interpret it

• Explain processes, but don’t say which to use

• Locate forms, but don’t select specific forms

• Refer to an expert, but not a specific expert

• Do not click e-signature links or type personal information for users

• Includes sample responses 

http://lib2gov.org/e-government-in-your-library/legal-issues-resource

http://lib2gov.org/e-government-in-your-library/legal-issues-resource


lib2gov.org: More legal issues

• Maintain network security, especially if users may use your computers 
for filing

• Set cache to clear automatically regularly

• For privacy, try to avoid seeing personal information

• Inform users of potential network security shortcomings, and the 
risks they’re taking

• See more information and sample disclaimers at http://lib2gov.org/e-
government-in-your-library/legal-issues-resource

http://lib2gov.org/e-government-in-your-library/legal-issues-resource


Takeaways

• Don’t worry, be happy!

• Tell people about sources

• Follow general reference guidelines

• Be especially careful about privacy and confidentiality

• Be flexible and help your users

• Don’t click!

• See webinar guide for these and more resources, including sources 
for referrals



www. irs.gov: Filing taxes: 
Before, during and after



Before you file 

•Free File (< $64,000 from 3rd parties, otherwise 
fillable forms)

•Forms and Publications

•Automated Interactive Tax Assistant



Free File



Free File: Choose your income option

Cautions
• Not all forms 

supported
• Check computer 

requirements
• Easy(ish) to lose 

account through typos

70% of taxpayers per IRS



Free File: Fillable form example



Forms & Publications

Direct links to 
current year PDFs. 
May be slower on 
rural connections.

Click on “more” for 
menu and access 
to prior year’s 
forms and pubs.



Forms & Publications: There’s more! 



Forms & Publications: There’s more! 



Machine generated tax advice: ITA



Machine generated tax advice: ITA



Interactive Tax Assistant (ITA): General Questions

• Interviews can 
take 5 - 20 
minutes or more.

• Come with 
documents.

•One question per 
screen.

• Probably better 
off with browse 
than search. 



During (solving common problems)

• I lost my W2s
•Get a tax transcript

• I need a prior year form
•Look for prior year tab

•The instructions are too small to read!
•Accessible form and publications 



No W-2s? No problem! – Tax transcripts
Wage and Income Transcript 

Info you need to get it online: SSN 
or Individual Tax Identification 
Number (ITIN), date of birth, and 
mailing address from your latest 
tax return, PLUS additional 
information to verify identity. 

Info you get: Data from forms W-
2, 1099, 1098 and Form 5498, IRA 
Contribution Information.



Need a Prior Year Form? It’s All About Tabs



Prior Year Forms: It’s All About The Tabs



Prior Year Forms: It’s All About The Tabs

Previous year’s 
forms can go back 
as far as initial 
publication. 1913 
for 1040s.



1040 from 
1913

Form plus 
instructions 
ran four 
pages.



Text too small? Can’t see at all? Accessible 
Pubs Tab on Forms and Publications



After you file

•Check your refund status

•Apply for an online payment plan



Checking Refund Status



Where’s My Refund? What You Need

Takeaways:

• Be prepared 
with info up 
front

• Don’t bother 
checking 
more than 
once a day



If you must pay, but can’t all at once: Apply 
for an online payment plan



Online Payment Plans

•Available for individuals and businesses

•Patrons should have information in hand before 
applying

•Be aware of extra costs involved, fee schedule on 
plan page

•People applying as Power of Attorney have extra 
requirements



Online Payment Plans



Wait! I can’t do much online!

• IRS directed by Congress to push people online:

• IRS assistance center
• Individuals: 800-829-1040
•Businesses: 800-829-4933
•People with hearing impairments: 800-829-

4059 (TDD)



Wait! I can’t do much online! (Cont)

• IRS assistance center
•Order forms and publications: 1-800-829-3676
•Considerations:
•Hold times will be long, especially early April
• Paper forms may take a few weeks to get to your 

patrons

•Remember, they can file an automatic extension 
(Form 4868 or Free File)



Learn more

Find the resources we’ve discussed here, as well 
as sources for further learning and your 
reference, for this and future sessions, at our 
guide, online at:

•http://lam.alaska.gov/govinfowithouttears/taxes


